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ABSTPACT 

Tne document pro vides gui delines for the 
xeacher-coordinator in' the establishment of an internship progra m in 
distributive educaricn. The objectives of an internship program in 
disxributive education -are enumerated and procedures are suggested 
fo;; its initiation. The duties of a teacher-coordinator are* listed 
and guidelines are presented for scheduling, rotation of students, 
orientation of training sponsors and stiidenxs, labor regulations, 
development of an internship agreement, transportation and 
supervision of students, development of the training plan, and ^ 
evaluation of the program. Grids and calendars offering suggestions 
for student rotation a^re appended, along with a sample business 
survey form, internship agreement form, training plan form, and 
suggested outline of occupational experiences. Examples of students' 
evaluation summaries of obsejrvation experiences, student progress 
report -form, and student progress chart are also appended. (NJ) 
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Teamwork ts the key to an ef(ecUve^TlU'cational program This teamwork is evidenced tn 
this Guide tor 4)€^u^^g^^"''477,,-/m^7?s/?/p Program ii^ Simulated Distnbutive Education 
Proorams This guide- is the "product of teacher education, distrib\jtive education 
teacher-coordinators, Kentucky Department of Education, and cooperating businessmen 

This handbook w^s prepared^ as a g uide for teacher-cQordinator^ of distributive education 
programs in Kentucky for initiating and operating an Internship Training Program, 

!t tV hopeful that this handbook - writ 'be of valued those who are seeking methods to 
enrichjihei/ progcims Jind^or^uie the mo^t comprehensrvreducji^on program possible 



Will T Jeffrey, Director ' 
Distributive Education 
State Department of Education 
Frankfort, Kentucky 



Hugh. Montgomery: Director 
, .^^Qi^rr^^^W^^e(^\or\ for 

Vocational Education 
^:rrJ?%««ftsbor Q-,' . K e n t u c k y 




^ • PREFACE 

The puj'DOse of this guide \s to provide a practical reference Ih^t will be particularly 

V 

helpful to teacher-coordinators in initiating internship programs. 

Our sincere thanks to each of the field test Owensboro businessmen, Gene Linney, 
Manager, J C Penney, David Snnith, WyndatI Enterprises, Bruce Whitmer^ Green River 
Insurance and Realty Company, and Ron Lucas, Mr Wiggs Discount 
\ 

Or Clayton Riley Mrs Betty Turner 

Distributive Education Bureau of Vocational Education 

Western-Kentucky University Kentucky Department of Education 

-Bowling Gre^n, Kentucky / Frankfort, Kentucky 

; - 
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ba'gkground 

In 1938, when the distributive education\program was initiated in Kentucky, the? State 
was primarily agrarian, and distributive education was Um.4ted to the youth in the metropolitan 
areas. Kentucky rural youth were limited, m the mam, m their opportunities for the traditional 
cooperative distributive education programs due ^o lack of trainmg stations, and in some 
instances, because of their social and economic background Therefore, a proposal was 
approved in May, 1968, by .the Kentucky Resources Development Unit to conduct a 
developmental program in distributive education utilizing simulated occupational experiences 
in four area*vocational-technical school! 

The purpose of the developmental program utilizing simulated occupational experiences 
was to assist in serving the educational needs of rural youth who would otherwise have been 
denied a program in distributive education by 

Developing a procedure for training- high school students in distributive edutation 
utilizing simulated occupational experience, ' ^ . • . ^ 

Developing spec^flCatlons for a simulated laboratory for providing occupational 
experience. 

Developing a currfculum utilizing laboratory trainmg fqr 11th and- J2th grade 
students, 

Determining the facilities and equipment needed, , ^ • , ^ 

Developmg, trying out, evaluating and refining instructional materials, 

Evaluating the effect of the program on adoption qidistributive education program^s 
in cooperating schools,' . * • , ' 

Evaluating the effectiveness of simulated experiences in segurfng and maintaining 
employment in distributive occupations. ^ ' ^ ^ 

The DIStrlbut^ve and Marketing Education Unit/of the |<entucky Bureau of Vocaticflfel 
Education, selected four schools to- participate in the two-year develdpitiental procjrann. A 
workshop was held for participating teacher-coordinators. A 'c*burse of study, ^te^ching airK 
instructional methods, and procedures for initiating a program wer^ developed Tbe.fjcilities 
and equipment needed for programs were determined; criteria for selection of students were 
identified and procedures for evaluating the program v^ere outlined. 

The developmental project resulted in the establishment of simulated programs ds an 
integral part of the total distributive education effort fn Kentucky, The success of the nrigindl 
program proved that simulation could be used effectively. The programs' \^ere effective m 
isolated rural areas where training stations w^re not available 'as well* as '^njjrhan, areas. The 
^distinct advantages of utilizing simulatfon were:* 



1 
2 
3 
4 

5 ' 
6. 
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1. Rural yttuth, Idcking a training station in their honne comtnumty, could be* trained in* 
the f»eld of distribution, ^ • 

• Si 

2 Disadvantaged, youth who might have been denied a training station, '^could, be 
reached by distrrbution programs and receive training in a laboratory se{ting, 

., \ ■ . ■ - 

3. The learning experiences m the laboratory can be controlled by the cQordinator r 

4. Specialized skills and competencJesTian be pr^ided for individual student needs. * 
Tangil^le results of the project included ' 

1 The developnn^'t of materials and procedures Vor ^^raiFimg distribution students 
through the simi:jlation approach, ' \ - ' 

2. The training and* placement of tFie nnajonty of the l28 students who enfojied in the 
develODnnental progrannsand participated both years. - ' • ' . . 



OBJECTIVES OF THE INTERNSHiP TRAINING PRG^GRAM ^ 

The.^jOr objective of the ijiternship- irajprng program is to suppletnent the Simulated 
.occupational ex^fr^^nce program with''pracfu:aK'Hiands-oi^'' experiences by on the job tfamipg. 
« ^ " * ■ * 

MoVe s^ppcifieally' tbrough ^xpet^ences obtained fronn-the developmental progr^nn, the 
guidelines heVein should asfist teacher-,ooordtnator5 to ' ^ - , ^ 

\ > • . ' , . ' 

1 'Inmate Internship Tratwinci distributive education prp'grams utilizing, the 
sinntilated method of teaching . ' . ' ^ • 

2, Follow procedures for utilizing local businesses as intern training stations to enrich 
the sinoulated occupational experience program. 

p ' ^ * ' 

3. Utilize procedures for working with training sf>onsors im conducting the internship 
experiences in the local busiaesse's 

0 ' 

4 vConnplete Internship Agreement (IT^) ^nd Training' Plans (IT 3) needed for the 

Internship Progrann. which fujfiti the^requirennents of the Fair Labor Standards Act. 

5 Place students for Internship training. , * s 

•6. Conduct regular nneetintjs with training sponsors. - / ' . « 

7. Supervise students piaced>in local business cooperating in the internship'program, 

■• ' * I ' " ' I' 

8 Fvaluale sturients' proqrpss in the internship program ■) ' ; 

\ - • ' ■ " 



INITIATING AN INTERNSHIP PROGRAM 



^ • The mitiation of an intef nship-program in distributive education m your school is tht' first 
giant step in a w^ll-conceived prograrp of instruction, Initiation is the beginning, it is the 
deternf^irnng factor that will influence students, parents, faculty, administration, and the 
business connmunity acceptance of this progrann. 

The following initiating procedures are presented as suggestions for implennenting your 
internship program. Priorities have been assigned to these procedureV by sequence. Do 
rennennber, how^ever, that weft written plans are only well written when they beconne well 
innplemented actions. Always remennber that the students, parents, faculty and businessmen 
will develop their attitude toward acceptance' or rejection of the internship program on the 
planning, pronnotion and actions of the distributive education teacher-coordinator. So, be 
prepared, have a plan of action. Plan your work and work your plan.- ^ 

if you plan to initiate an internship prd^gram, you should start your planning atjeast a 
year {Vi advance. The following procedure, or steps, is a suggested plan for init^ting an 
internship progrann . 

1. Meet with the adnninistratofs to explain benefits of the progrann and procedures to 
be followed to initiate the program and gain approval. 

2. Make personal contacts with a sanripl^ of the businesses m your local connmunity to 
explain the progrann 'and^evaluate responses. 

3. Conduct a su(vey of local businesses to determine the number of businessmen that 
will serve as a training sponsor* (IT-1 ) 

4. Contact the State Department \o obtain approval for incorporating the progrann 

5. Organize an advisory comnnittee of local businessrrien to assist in planning and 
initiating the program. 

6. Conduct a [>^nmg meeting of administrators, teacher-coordinator, participating 
businesses and atfVisory ^committee members. This meeting will serv^ the following 
purposes 

a. To determine the length of time and days per week the program will be 
conducted » ' 

"b. To explain the Internship Training Agreerrients and Training Plans; ( IT 2; IT 3) 

c. To set up orientation meetings vvith personnel whp will be su[)ervising ^e 
r students within the businesses. , , * 

7. ' Establij^h a method dnd procedure for transportir^g students Ito training stdtK^?^ 

\- " ^ \ ' • ' ■ 1 -■ . 

Inlsummary, visit an ongoing internship program. Take yourl principal and guidance 
counselor with you^ Taiklu your'students deterrt^i>ie hovy manylare inf,terested in participating 



m the internship program. Survey local businesses to determine interest. Discuss the progrann 
with the State Department and orqani/e an advisory commrttee. 



SCHOOL ADMINIStRATION . , " , ^ 

« \ 

A successful program is dependent upon full cooperation and understanding of \6u\^ 
internship program by v\ur administrators, faculty, counselors and students. The internship 
plan nr\ust have the erK^orsement and' suppl}rt of the ^school's \adminrstrator$. The 
teacher-cbordinator must .establish and maintain an adequate and functioning system, (rules 
and regulations) to insure harrDony and rapi?ort ampng school offjcials.The coordinator nnu$t 
sell the internship program to the adnninistration by ennphasizing the' need for'such a^progrann 
to both students and community. You must keep your administration informed as to how the 
progrann is progressing. Ask your adnninistcator. to assist in selecting, organizing and initiating 
an advfsory committee. Also, your administrator and guidance counselor shou-lci visit and talk 
With local businessmen concerninq the program. * . 

* 

There should be an agr^^ment as to whether the teacher-coordinator should call on local 
l)usinessmen to 'obtain information concerning classroom instruction' and parents. Ari 
agreement should be made ^s to the amount -of time the teachercoOrdinator -should spend 
vtsit^nf^ local merchants ' ' 



DUTfES OF TEACHER-COORDINATOB... \ 
* « 

The duties of the distributive education teacher-coordmatQrs are many. Yhe success of 
tfie proyrJm depends upon how'' well the coordinator performs \he many functions he\has to 
carry out. Six areas should be considered. (1) Public Relations, (2) Programming, (3) Training, 
(4) Coordmatioa of^ Classroom Instruction, (5) Guidance;- and (6) Records and Reports. A 
bri'^f description of these^duties are given below: ' .' ^ ' . . 

T. Public Relations . \ " . 

a, Work with school administration, school counselors, students, parents .and local 
V. 'bus4nessmen , ' ' ' 

t) ' Work with CIVIC and scViool qioups, * 

i, j (. ' Prepare pubhcity on'program. ' ^ ' 



\ 



Confer with prospective 'stu^nts, tt^eir parents 6nd training sponsors. 
Remember that the be^l way to overcome any resistance you might have from 
iyour f)Ublic is to f)repare well enough that the problerxvs never ariS(J 



Programming 

a. Make Community survey 

(1) What should be taught 

(2) Internship stations available 

b. Selection of Advisory Committee 

\ 

c. , Assist in arranging students' school anq internship schedule 

d. Provide ihternship training stations ' ^ 
Training 

a. Teach classes * ' ♦ 

b. Prepare training plans and training agre^hSents, (IT-2, IT-3) 
c Visit students in training stations 

d.' Visit'and confer with training sponsors 
Coordmation of Classroom Instruction 

a. Placement of students in training stations . 

b. Coordinate classroom activities wittj,. internship experiences as outlined 
training plan 

c. Follow-up on students' program 
Guidance 

a. Assist counselor in the selection of students ' * 

b. Help students determine a career objective 

c. Counsel students 

d. Confer with training sponsor jon student's progress in the business. 
Records and Reports 

a. ^ Prepare school reports 

b. Make out internship schedules 

c. Prepare evaluation of student's progress at training st9^tion (IT-5) 

'I 

d. Prepare reports for local and state aolministration as necessary \ 

: ■ ■/ - ' 



SCHEDULING INTERNSHIP 



1 

1 1 is^suqcjested tliat students be pkiccd in the training stations (iunng the S[)riny term, as 
this [>err(xl is usually a slower season, thus providing ennployees with nnore time to devote lo 
the students It is also anticipated the business woulcl-not lose as nnuch productivity of its 
ernptoyees. . > 

The pnogrann is structured for^ the students td spend eighteen weeks in the internship 
prcfgrarri observing the various businesses,, For exannple, the school week could consist of 
Monday, W^nesday, and Friday in the classroom-laboratory letting, and Tuesdays and' 
Thursdays in the trainmg stations-the classroom rnstrliction will be augmented by, their 
experiences jn the - training ^station. Remember that training plans must be adjusted and 
evaluated, with classroom and laboratory instruction beinjg provided to meet the student's 
needs. , * . ' 



• ^ . • ROTATION OF STUDENTS 

The eighteen week internship pertod (senriester)_ should* be divided among those .local 
cooperating businesses which complement the student's career objective. For example, 
students could be assigned \o nine businesses for two weeks per business. The students woukJ 
be rotatecj among the various jobs, areas, de*^^rtments, or operation^ to be observed. The final 
schedule oT the students would depeiid Upon the 'number of businesses available and the 
number of operations within the business that the student's training plan indicated a need to 
t)e observed. An example rotation schedulers included hi the appendices to this guide. 



ORIENTATIONOF TRAINING SPONSORS 



Prior to the placement of students in the internship program, gn orientation of the 
owners or managers, and of the employees who will provide direct supervision of the students, 
should be held The following information should be covered during the meeting' 



1. ^ Th^ai'm'and objectives of internship program. ^ 

2. Tho Federal and State Labor Regulations concerning the intern$t;iip program 
" 3. ' The procedures tor rotation of students on the job. 

4. The teacher coordinator's role in the program. 

5. The training agreement and training plans. 

$[ Th^ pFocedures for students reporting and learning th^ training stations. (IT 4) 
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7. The expectatrons on the part of tho husinesses and the students. 

8. . The evaluation of student's porforniaiice m the training station. (IT 5) 

9. The communication chann^els between the businesses and the school. 

♦ • V 

V ^ 

• 4 

OR I ENTATIiqJM OF STUDENTS 

» 

The teacher-coordinator will have discussed the internship training program with the 
students throughout X\\e first semester. However, prior to placement of students, a formal 
onentation should be provided for the students. The follQwing items should be discussed and 
any questions or concern^' answered, and any suggestions or concerns noted from the meeting 
of the businessmen could be discussed' 

1. Review the aims and objectives of the program. - ^ 

2. ' Review any procedures, rules, or regulations established for internship program. 

3. Review, discuss and complete training agreements* (See appendix for copy.) (lT-2) 
. 4. (Njote of any dress codes and policies of the cooperating businesses. \ 

5. Note of any procedures for completing records and forms to be used. 

^6. Note of any training plans and rotatiorl summaries. (See appendix for copy of 
'training plan and rotation nummary ) 



R REGULATIONS 



• 

The Kentucky and Federal labor laws concerning placement of^udents in businesses for^ 
an internship training program must be followed to the letter. It must be rememl:^red that the 
status of the students and training sponsor in the trainfng stations must be that af a 
student-mstructor and not an employer-employee. In> order that the minimum waye can be ^ 
waived so*that the students would be classified as student learners, there are six labor criteria 
that must be met' 

1. The training, even though it includes actual operation of the facilities, of the 
employee is similar to that which would be given' in a vocational school. ' \ 

2 The traini^ng Is for the benefit of the trainee or students, 

3. The trainees or students do not dfspjace any regular employee, but work under their 
close supervision (on a\phe to one.basis.) . • - 



\ 



4i The employer that provides training derives no immediate advantage from the 
activities of the trainee or "students, and on occasion, his operation may actually be 
impeded 

5. The^ trainee or students are not necessarily entitle^o a job at the conclusion of the 
training period. 

6. The employer and the trainee or student understand that the trainee or students are 
not entitled to wages for the time spent in training. 

Also, the following point should be considered and discussed. . 

1. All students involved inihe internship program will be rotated and receive a variety 
of experiences in the business(s). 

/ 

2. The specific duties and limitations of'the students while enrolled in the internship 
program. 

3. AH students involved in the internship program must hav^ efther school insijrance or 
evidence of other insurance that covers them under these conditions so that the 
cooperating businesses will not be held liable for injury. 

4. That a student instructor relationship will exist between students and employees in 
the cooperating businesses. 

The State and Federal Department of Labor should be mformed of the internship 
program so that cooperation between Labor Department and the cooperating business can be 
coordinated. See Page 31-33 for a copy of letter from U.S, Department of Labor and 
recommendations of the Kentucky Department of Labor concerning the internship progran>r^>^ 

DEVElbPMENT OF INTERNSHIP AGREEMEN 




After the training schedule in the training /stations has. bee^i develope.Gb,<?'tfie 
teacher coordinator should complete an iHternship agreement b^Xv^n J^\}e^\iy^r\{\ the 
parent, the school, and the 'training sponsor. AVi example of an internsHrFfTraining B^reeme is 
includecf in this guide. The training agreemen/^ust be developed in accordance with the rules ^ 
and regulations outlined by the labor departnr4nts. 

' 1 / \ ' ^ 

' Remember' The student nnust^^ supervised on a one-to one basis with an employ^ee and 

the stucjent cannot displace a r^ular employee. The student may, however, be allowecj to 

perform routine duties if obsjerved and supen/ised by a regular employee. 



Copies of thp irvtefnship training agreement should be made and distributed as follows 
1 



One copy to the tra^g sf^nsor for each student to be rotated with the student^^- 
2. One copy to|ji^parent. > yj^ 




o y' • A- , 
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3w pne copy for the teacher-coordinator's file. 

/ 

-^4. Or)^ copy for the student's use 



It i^"also recommended for school's using the internship for the first time, that-a copy be 
sent to the State Department oi Education, Bureau of Vcx^ational Education. 



TRANSPORTATION OF STUDENTS 



Students participating in the internship program, as in the cooperative'pro9''am, are stiil 
under the direct supervision of the local school They are released from the formal classroom 
setting, but are still in school. Therefore, the teacher-coordinator must make arrangements for 
transporting the students to the cooperating businesses. In some instances, the business 
community may be close enough for the students to walk. However, the teacher-coordinator 
should discuss and obtam an agreenient on procedures for going from school to the businesses 
and returning to school. Students should not be allowed to stop along the way. 

SUPERViSION OF STUDENTS 



The teather coordinator must conduct supervisory visits on a frequent and regjjtar bas»s. 
Each student should be visited at least once a week, depending upon the students' training 
plan, the students' rotdlion schedule and the training sponsor. The teacher-coordinator should 
observe the following during a supervisory visit. 

1 That the student is being supervised by an employee on a one-to-one basis. 

2, That the student is receiving information and 'instruction, not just standing around. 

3. That the student is recording his observations and^trainmg receivegl. 



4 That the student is being rotated among the various jobs within the department or 
the business. . 

5 Experience cind concerns, according to student$Mrain|/ig pla[rt and needs that need to 
be discussed in the classroom. ^ 

6 That evaluations are bemg made on adai^y basis by student and training sponsors. 

7 To determine if any problems or concerns have occurred. / ' 

It is"^qgested that a monthly meeting should be helrffor the training sponsors to f^valudte 
the programT^qgest improvements, and to solv^ any problemis that have occurred. 

7 / 
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DEVELOPING THE TRAINING PLAN ' ' 



The development of the individual student's U^iximjp^?fn (^e IT-3) is very importj^t."' 
The training plan outlines a^defini,te plan of progressive experiences and ^l^arn4n^'>acfivi ties 
based on the student's xurrjgnt career objecftive. U serves as a scheduleor ytep by steo^jjlan for 
training to be used by*. ' / ' 

* ^ 

1 The traming sponsor, to aid m planning the rotation schedule^and on-the-job 
instruction. 

2 The teacher-coordinator, to aid m planning the c^fq^asroom instruction to'^correlate 
^ with the on-the-job instruction, / 

3, The student, to project his career objectives both in school and on-the-job, 

4 It also serves. to indicate to the ennployee that 'he Has certain responsibilities in the 
instructional progrann » ' • • ' 

The training plan should be prepared cooperativejl^'^by the trainirrg^;^iD'n$or, the 
teacher-coordmator, and the student trainee. The plan should be nnade out'tfefore the student 
IS placed in an internship. The plan should serve as a guide for the teacttj^r-coordinator in 
planning the related classroorn instruction and in identifying individual instructional needs. 
The training plan should identify specific tra'fning responsiblities and should be connpleted only 
after conferences between the student, teacher-coordinator and the training sponsor. The 
parents should also have an opportunity to evaluate the training plan before a firial agreennent, 
IS nnade. Lifted below are some important contributions w^ich the trailing plan^can make to 
the development of a successful internship program, » 

1. The training plan prpvides the students, teacher-coordinatoi^ training ^sponsor a 
means to arrivfe at specific occupational objectives. 

2 It offers tangible evidence fo parents, employers, .school personnel, students and 
businessmen that the internship program is an educational program, 

3. The training plan.encograges the trainiog sponsor to rotate and instruct the Student 
in progressively more difficult and \^fied on-the-job experiences. 

^ " ' . .^'^-^ 

4. It provides the students with an op'pbrtunity to^fully explore their. career objectives. 

5. The training plan documertts^ student experiences as he develops competencies and 
skillS'in the training station./ 

6. It provides th^ basis for meaningful coordination visits and progre'ss reports, 

7. It can help each student learn to evaluate his own progress 

8. It offers, the teacheh coordinator a concrete basis for evaluating training experiences. 
"9. The training plan ties together the classroom instruction and on-the job acitvities 

15 
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... ,TbeiValue of the training plan in an internship progrann cannot be over ennphasi^ed. The 
training plan is the heart of the internship progrann and must be carefully planned, developed, 
and evaluated ^ ^ 

TKe value of training plans can be summarized as follows ^ 

1. Trairung plans .correlate classroom learnings with the internship phase of the 
program. A major objfptfve of the training plan is to organize the instruction into a 
step-by-step sequ^^e which assists the student in thieving his occupational goal 
and.43i:evtfte^rettion for the training sponsor 

2. Training plans establish criteria for training station sefection . When training plans are 
made or* adapted for each student and each training station, the on-the-jOb 
internship requirements can' be analyzed and planned. Through this process the 
student-trainee and training stations can be matched to meet the student's career 
objectives. • " ^ . " / 

3 Traihirrg plans help the teacher^coordinator keep up to date. As the 
teacher-coordinator directs the development of the training plan, he hasv^xhahce to 
update and review his own occupational knowledge doncerning the area of training 
and keep up with many of the experiences which should be included in the student's 
training" program, ^ ^ 

4. Training plans serve as a guide for the mstructtbh of the student-trainee. The trying 
Vein gives the teacher-coordinator a guide fronri which to determine vyhat the student 
can do and what hil^ performance should be m order to reach his occupational goal, 

5. traini ng plar)^ serve as a 9uicfe,.-for program evaluation. Durjpg the School year the 
teacher-coordinator should periodically evaluate J3ach student and^training station to 
assure the^oals and objectives of the internship^^program are being met. 

6. Training plans provide and assure the employer a responsibility , in planning the 
training experience. When a training sponsor helps, develop a training plan, he 
realizes its functions in the learning process and assumes more responsibility for 
implen^enting the on-the-job activities, 

7 Trammg plans^help the employer to realize that the internship is a planned training 
proigranp . Whent a training plan is cooperatively written, training sponsors have an 
input, and hopefully, realize that the internship is an organized program leading to 
the student-trainee's career .objective and adjusted to the training sponsor's business. 

6 , Training plans ^help identify the goals of the student . The training plan should reflect 
the goat^ of tfe students and should be written for each individual stucjerit. When 
^ training plans lare being prepared^ l+re student should have a" chance to express his 
Qesires and interests as they relate to his internship, the training station, and his 
; career Qbjectix^e-. » ,f \ 

Training plans^ provide a tool for the studenjt to evaluate hts own experiences The 



student can compare his progress with' the experiences dutlined in the training plan 
in order to see'how well he or she is progressing toward jhe successfjjl fulfillment of 
his stated occupational goals. ^- ^ ; , ' 
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REVISION OF TRAINING PLANS 



A trainin^bn must be thought of as a guide for the student, the teacher-coordinator, 
and the training sponsor to use in the internship program. It shpuld be developed as precisely 
as possible, yet flexible and subject to change. Some plans may be difficult to follow exactly 
and meet all the student's expectations, however, they shou^ti be developed and revised to 
meet local training stations. 



EVALUATION 



A tomprehensive program of evaluation to ascertain the effectiveness of the iM^roship^ 
'program should include, the comparison of student, training sponsors, and teacher-qoordinator 
internship performance with program objectives. The evaluations should include the 
performance- of the students enrolled^in the internship program, the effectiveness of the 
classroom instruction to'determine the effectiveness in assisting students to attain their career 
objectives. 

The stofients should evaluate their experiences irv the local businesses daily and record 
experiences on their training plans. Upon completion of each visit, the student should be 
evaluated by the training supervisor. An example of a student's rotation summary and 
supervisor's evaluation is included m the Appendix. 

The teacher-coordinator should prepare a progress chart for recojdihg the student's 
progress in business or businesses. This \n\\\ assist in evaluating the progress according to 
. student's i:areer objectives as outlined in training plans. An example of a progress chart may be 
seen in (T^6. 

It IS very important that students keep a complete record of their experiences. This vital 
information will assist the teacher in providing and adjusting the classroom and laboratory 
instruction. An example of this summary of experience* is presented in the Appendix. 
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ROTAflO') a ] EXAMPLE 



Rotation 1 - Observation 1 



Business 


A*. 


B ■ 


C 


D 


E 


F 




H 


•I 


Dept. I 


] ** 


3 


5 


7 


9 


n 


13 


15 


17 


Dept: II 


2 


- 4 


6 


8 


10 




14 


15 


18 


Dept. Ill 


















19 


Dept." IV 


















20 



ERIC 



Rotation 1 - Observation 2 



Business 
Dept. I 
Dept. II 
Dept. Ill 
Dept. IV 



,>^' ' Rotation 1 - Observation 3 



Rotation 1 - Observation 4 on the following page. 



* Letters denote ~Busi ness 
Numbers denote student 
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--^Business 




B 


^ i ._ 

C 


D 


E 


F 


G 


H 


I 


Dept. 

* 


















20 ■ 
I ........ 


bept. 11 


l', ^ 


3^ 


5 


7 




11 


13 


15 


17 


Dept. Ill 


2 


4 


6 


8 


10 


12 


14 


16 




■ Dept. IV 
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B 


C 




E 
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G 


H 


I 
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1 






1 20 


1 


3 


. 5 


■ 7 


9 


n 


13 


15 




2 


4- 


6 


8 


10 




14 . 


16 
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Rototion 7 - OJv.(^i^vation 1 



'Business'- 
Dept , 4:'- 
Dept. II 

DcptT'THWk. 

f: 

Dept. IV 





B . 


c 


D 


r 


F 


. 


fl 


1 

* 




] 


■• 3 , 




i' 


9 




13 


^ 15 


18 • 


2 ' 


■ A 




' 8 


10 


* 12 


14 
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* t " 



















Rotation ? - Observation 2 



lUis lives? 
r>ept-. 1 
• Dept . 1 1 
Dept/. JII 

Ucrpt . 



i 

A' 


, 'B 

i . ... . 




D 


f 


F 


G 


H 


I ■. ' 


20 
















15 


17 


1 






7 


9 ' 


% 11 


13 


.IB 


■•2- . 


a 


• 6 

« 






12 




16 


1^ , 



















Rotntirm 2 - Observation 5 



Busi ness 


A ' 


B 


c 


D 


■ E . 


F 




H 


I ■ 


Dept. I 


19 1 


















Dept . J I 


20 


















Dept Ill 


17 


1 


3 


5 


7 


9 •.- 


n 


13 


15 


Dept. IV 




' 2 




6 


8 


■ 10 


12 


14 


16 

1 


notation 2 • 


- ,()tr..'J 


\\\ t i on 

> 


'1 en the r(illciv.inK pai'.i' 









Rotation if Z Example (Cont,) 



Rqtation 2 - Observation 4 



Hus inoss 
Hppt T 
iK'pt. II 
Dept. Ill^ 
Dept; IV 



A 






D 


E 


F 


G 


H 


I 


10 


2 


•4 


5 


■ 8 


10 


12 


r4 


16 


• * 

20 


i 
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t 

,>'.17 


1 


3 


' 5 


■7 


9 


11 


13 


, 1-5 



-••Rotations of Businesses 3-9 moves, across t^e Grid as in examples. 
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SUGGESTED CALENDAR. OF ROTATION 





JAN 1975 




s 


m 


t 


w 


t 


f • 


s 


* t 


r 






1 


• 2 


3" 










R-1 




R-1 








5 ^ 


6 


'7* 


B 


.9 • 


r 

If? 


M 








.R-1 ' 




R-1 








12 


' "13 


14 


IS 


16 


17 














R-2 






- \ - 


19 




"'21' 


22 


• 23 






> 


\ '26 






•E9 " 


'.R-2 
"^.* , 
■ 30 ' 


'31" 








FEB 1^75 


< 


S 


m 


t 


w 


t' 


f • 


s 


< 

* ■ * 














. ' 1 








R-3 




R-3 


9 

*- 




i 

4 


.'. 2 


3 


4 


5 


• 6 


7 


8 








R-3 




R-3 ' 








9. 


10 


11 


12 


13 


14 


15 


* • 






R-4 ^ 




R-4 








16 


17 


18 


19 


20 


21 


22 








R-4 




-R-4 








'23 


• 24 


25 


26 


■ 27 


28 






f* \ VT ' • ' — '-^ — ^ 



K v.: 



i 



m'i 1 975 " 
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m 


t 


w 


t 


f 


s 










R-8 
1 


2 


3 


4 


5 


6 


7 


k-9 

8 




10 


11 


12 


13 


14 


15 


> 

' 16 ' 


17 


18 


19 


■ 20 




22 


23 


24 


25 


26 


27 


28 


29 


30 


31 
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DEPARTMENT OF LABOR 



FRANKFORTr KENTUCKY ^0*01 



WCNOELL M rORD 
OOVftHNO* 

JAMES YOtOM 




OJVISION Of 
LAOOR STANOARDll 



^ - OlRCCTOII ^ ^ 



Septernbcr 2U, 1973 



Mr. Robert M. Schneider, Director '"^CN 
Resources Dovelcpmcnt IJuit ' 
Bureau of Vocational Cducatir^ 

Departnient of Education , ' 

.Frankfort, Kentiicky UOGDl ' ,^ . 

, Dear Mr. Schneider: • ^ ^ - ' 

This office is in receipt of your attached proposal 
for a deyplopmental program in Distributive Education. 

KRS 337 .nin (3H"f) defines, "Gmployer'' as, any person, 
who employs an employe and includes any person acting directly 
or indirectly in th^ interest of an employer in relation to an 
employe • ^ - • ' * » ■ 

> KRS 337 .010 (3) (g) defines ''employe'' as any person 
> employed by or suffer^ed or permitted*: to work for aUr emp'loyQr. 

; ' ' There have been n« court decisions made in Kentucky 
which clearly doiiiK-.^ what (>nipioy means;, tlierefore, the -only 
decision we « have to f ollw is « the criteria the Federal authorities' 
use in detennininj^; an employer-employe relationship undey'the ^ 
f Fair Labor Standards Act. ^ ' . , 

It 13 the opinion of this office that if tlio criteria 
outlined in the lettt r dated S(?ptcMnber I'l, ,L97-(, from Mr. Rob Lm^ttc 
is foIJowed.^we w^uLd m^t consiJur the students participating -J*^ 
this pro.e;rxim* p'^ip 1 oyos . . , 

T£ you havO cany questions rlegard lik.^ this matter, please 
feel vfvee to ontaot mo. 



\ 



CMc/sc 



Respectfully yours. 



Charles McCoy / 
Director 
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SUBJECT ^ Develop^atal Prcgrair irl Distributive Educaition Project 

/ 

Mr. Robert M. Schneider^ Di'^ector 
Resources jevelociaen^. l^rxXt 
Bureau of Vocatlonjil Kd^ation 
Departrrsnt oi'* Education 
Frankfort, ICy. 4c6q1 



This is in reply to your letter of September 12, 1973 requesting 
cur comments or your proposed project. 

Based on the information contained in the proT>osal, the training 
program appears "Co meet tne necessai^y requirements and ^he students 
psirticipating in the prp/^ram therefore ore not considered "eiroloyees' 
vithin the ineanirg of the P'air Labor St.indards Act, 




In order to '^:?rp yyxr file corplete on thiG luatter^ ^^oiiid 
repeat our [^'^j.liieLinQSn Tne Co'^rts have made it clear triat the 
employee re La tj on under tne Act is broader than the traditional 
coroon law concept. The dif jerence l>otv;een the Fair Labor standards 
Act emplc^-ee relation and common law relation arises from Kjection 3(g) 
of the Act which .iofinos "employ". Whether trainees are enpioyees cf 
an en^^loyer lunaer the Act wi31 depend upon all of the cijrcunnitances 
surround their activities on the. nremises of the employer. If all 
six of the foLIowlnK criteri'j^ ^iPt)iy, the trainees or student~are not 
ergplayees vithin the meaning of Ihe iair Labor Standards Act; 



1- 

1 

r 

i3. 



TJie trn.inin(^, even Ihoiosh it includes actual operation of the 
facllit-ico ox" the ewnioyor, i3 similr^r to that which would be 
given in a vocitioal school; 



Tt,9 training if' for the benefit of the trainees or "ctudo'ntc; 

The trainees ov rturientG ao not dirplace regular emplo^'ees, but 
work under their cloiie ohservrition; / 

/ 

The er::ployor who r^rovj^of. the traininp; derives no imrodlate 
ad^TintaK^ lYcrr: • uctlvitlri: of *.h.- ti^ainees or ctulcntn, and 
on occacion hlr operations naay actn^All^ be L^eded; 



(Continued on Pace ?) 
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fjt. Robert M. 



Schjfjeidejr .* Page 2 

/ : / 9-1^-73 



3« The traiheeB or students oare not necessarily entitled 
to a job at the conclusl<5n of the training period; and, 



6. The eiTTployer and th?^ trainees or students mder stand that 
the trainees or sl^ents axe not entitled to vages for the 
tLtie spent in t;rainin^. 




SAiMPl E SURVEY 



SCHOOI 



INTERNSHIP TRAINING PROGRAM BUSINESS SURVEY 



Name of Business; 



Addres s- 



Phone- 
Manager- 



ERIC 



You have been contacted on the objectives of the Internship Training 

Program. Would you please complete the following questionnaire on your 

ability to provide training stations for the distributive education students. 

I. Do vou have difficulty obtaining en^ployees who are intf^^rested 
\ \ in thci r work 

Yos 



No 



2. 



Do you think it v,ould help students to decide which occupation 
they desire to seek if they could observe the various types of 
jobs before they make this decision'^ 

J 

,Yes 

* ^ No 

Would you be willing to place students in your ' hu sines s one 
to two hours tw^ce a week to observe your operation ' 



Yes 
No 



If ^He answer to question ^ was yes, please answ^cr the following 



que stionp. 
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Internship Training F-^rogram Business Survey (Cont. ) 
4» f{ow niany students could you accomodate''^ 



Could you place^hese students on a one -to -cone ration with 
your [personnel? j 

Yes , 

No ' 

6. Please list the types of jobs available for students to observe: 



Adflitional Comn^ents' 



i 



Position 



Thank V^u for your cooperation in filling OTit this survoy. 



/ 



7 



. U , . 

i oachor- Coordmato r 

, VDi str ibutiye {education 

/ School Nat>ie 



/ 
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INTERNSHIP AGREEMENT 



For Supervised Occupational Experience of 
Distributive Education Students at 
Daviess County Vocational School 



Intern (StudentV 
Home Address' 



Home Telephone Number: 
School Telephone Number: 
Place of Internship- 
Address: 



Supervisors of Intern: 



Place of Internship: 
Address- 



Dept. 
D^pt. 
Depi. 



<y Dept. 



ERIC 



Supervisors ol Intern: 



/ 
/ 

Placte of Injiernship- * 
Address* 
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Dept. 
Dept. 
Dept. 







> 










« 
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SuperMSOrb of Intern- 



ERIC 



Place of Internship: 



Addf ess ■ 



Supervisors of Intern- 



Place of Internship: 



Address : 



Supervisors of Intern* 



Place of Internship- 
Addr e s s • 

Supervisors of Intern: 



Place of Jnternship- 



Dept. 
Dept. 
Dept. 
Dept. 



Dept. 
Dept. 
Dept. 
Dept. 



LI. 



Dept._ 

Dept. 

Dept. 



Dept. 



Dept. 
Dept. 
Dept. 
Dept. 
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Address: 



Su'^er\isors of Intern: 



Plac(» of Internship: 
Add ress: 

S\ipervi80rs of Intern: 



Plav e of Internship: 
Add ress 

Supervisors of Intorn* 













'» r 


•ept. 




E 


ept. 


/ c 


)kpt. 



/ / Dept. 



Dept. 
Dept. 
Dept. 
Dept. 



Dept. 

Dept. 

Dept. ^ 

Dept. 



lo T)rc)nu)te|a basis of understanding, promote fc^is ine.s s rclatjons and 
enrich tho training of the Distributive Kduration s^idents, this i^MMvora 



dun, of understanding is established on 



an 



rhe Internship Program will start on 
and will end on or about 



_ , 197 

i 
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IT IS rNDKflSTOOD THAT THE TRAINING SPONSOR WII L: 



l^rovide the intern with oj^poiMiinitiifs lo ()l)yiM-vc^ and UMrn 
how to do as n^any skiHs and competencies as |)()syil))o. 

Instruct the intern in tho ways whicm he has found desirable 

in performing his duties and handling his management problems. 

Help the teach er- coordinator make a weekly evaluation of the 
inte rn' s pe rfo rmance. . ^ 

Avoid subjecting the intern to unnecessary hazards. 

Provide training that is beneficial to the intern. 

/ 

Rotate on a regular basis the student among the various 
departments of their business. 

f 

Not pay the intern wages for the time spent in their business. 
Not take the place of a regular employee in the bu^siness. 



Not allow the intern to perform tasks in their business 
without direct supervision by a regular employee. 

Explain to interns that they are not necessarily entitle to a job 
\ipon completion of the Internship. 



Assist tho teacher - coordinator in arranging a conference with 
the student upon completion of each rotation in* the business. 

^\nd, it is understood by the training sponsor that the student 
will receive more benefits from Internship PrOgranis that the 
business, and that in some instances the intern may be an 
e/xpense to the business. 



THE INTERN AGREES TO ITEMS CHECKED BEI OW: 



Keep the training sponsors interest in mind and be |)unctaal, 
dependable, and courteous at all times. 



Will not receive any wages for the time spent during XAm 
internship. 



Will not nece83arily be ontitlerl to a job upon ( ornpletion of 
internship. 



ERIC 



Keep such records and make such reports as the school and/or 
training sponsor may require. 

Follow instructions, avoid unsafe acts, and be alert to 
unsafe conditions. ^ - 

3 a 
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Will, not perform tasks in the business unless supervised 
by assigned employee. 

Develop a iraitun^ plan wiih the trainin^J sponsor ^ind Ikm'- 
coordinator. 



THE TEACHER-COOlRDINATOR\ IN BEHALF OF THE SCHOOL AGREES TO: 

\ 

Provide transportation for students from Daviess County 

Vocational School toitli^ir plaf:e of training, and back to ^ 
, school. \ 



Visit and supervise the si^dent during the' inte rnship for the \ 
purpose of 'information, instruction and to insure that th^ 
intern receives the most ea^cation from his expe rienc/ s . 

Show discretion at the. time 'a^d cir ucmstance s of their visits 
especially when intei^ns are actively engaged in training. 



Othe rs. 
Others. 



\ 



THE PARENT AGREES TO: 



Assist in promoting the value of the students experiences 
by cooperating with the training sponsor and the teacher- 
coordknator . 

Satisfy himself in regards to the edi^catipnal experiences 
made available to th-e student. 



intern(.^tudent) 



.Far^nt 



Teache r- Coordinator 
f 



Training Sponsor 



Training Sponsor 



Training Sponsor 
Training Sponsor 



Training Sponsor 

i' 



Training Sp^nsoi* 



Trainings Sponsoi* 



^ * T ra'inipg sponsor 



Training Sponsor 



Copies to: Teache r-Coordmator, Training Sponsor.' Student,* and the 
State Dfvpartment. or' * • 
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TRAINING PI AN 
* INTERNSHIP TRAINING PROGRAM 
DISTRIDi: FIVE EDUCATION 



Stiulent - 1 ea rner 
School 



Birth Date 
S. 



Career Objective 
i 

Training Station 



Add re s s 



1 raining Sponsor 



Rotation No. 



DEPARTMENTS TO BE OBSERVED 
DURING INTERNSHIP 



1. 
4. 



OUTMNE or 6cCUPATlONAr^E:XPERIENCEs' . 



Depa rtinent 



Cl^s^ Room Experiences 

f C r- j y-» „ * 



Evahiation 



Obse rv at- ions 



a . 



f. 
h. 



Rate obHervati9,n 1 to S. 1 Excellent i-Poor 
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Oiitiint' ol Occupational Experience's (Cent.) 
Oepartmonts Class Koon^ Kxperiencos 



Eva 1 nation 



3. 



Obse rvations 

a . 
b. 



h. 



o rvation? 



a . 

h. 



e . 
h. 



Observations 
b. ' ^ . . 

e. 

(• 
^■ 




Observations 

<i s 
b, 
c . 
d. 

o. ^ 
f. ■ 



. - h. 
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TRAINING PI A.V ^ 
INTERI^SHIP TRAINING PROGRAM ^ 
, DISTIUBUTIVK EniTATION 



Student- 1 earner I)arl(*ne Russt^ll 



Ihrih 4/Z()/S(> 



School Daviess County State Voc. Tec^h. Sch. > S. S. If 400-86-0 37 '^ ^ 

Career Obiective - ^ ^ 

Training Station Wyndall's "^S - 

Addr^^ss 2rS17 Fredcriqa ' ' 

— ■ ' ■ • ' — \ 

Training Sponsor Mrs. Betty Turne r^ - ^ 

I)P:PAR I'MENTS TO BE QVSERVED DURING INTERNSHIP * 



Meat Departn^ient 



1. Cashier, 



^. Cracerv 



4, Produce 



9. 
10. 
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C)lfTIINE OF OCCnPATIONAI EXPERlflNCEvS 

[)(*partrnent , Classroom Experiences Evaluation 

1. MeaX Department - Morris Carter 

Obi^erv ationa 

* a. Observed the nu^at counter. 

' b. \lr. Carter explained how the meat is arranged in the counter, 

c. Explained tKe cuts of meat; side*-rib, loin, chuck, round, 

fl. "Meat is cut on a day-by-day basis. " 

e. Observed meat being cut; observed liver being sliced. 

f. .Observed the ref rige station of the meat. . 

g. Observed chickens being packaged and, weighed, 

h. Observed meat b,eing weighed and wrapped. "Meat is weighed 
before it is wrapped on the stefofoam plate in foil (Clear). " 

1. N^r. Carter explained the basis^of pricing meat, ^"Boneless 
meat iB higher in price than meat that still contains the hone. " 

I, Observed meat -that has expired date being wrapped, w(*ight*(l, 
and counted. . , ' . 
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Out hnc o1 C )< < uf:)ational Rxponi enc <'"S ( C^nt J * 

2. XW'a^ l)tM:>ar tn.t'nt - Morris Cartor / ^ , 

Observations 

. a. Talktfl with -^.tr. CarttM- ab'out vajiovis Happon4^^.s^n Ihv 

meat departnient. an<l ^bout how people buy r^icat. 1 

b. Observed meat counter, pre-packed meat K n^ea-t packed bv the 
department. . • \ ' ^ ^ 

c. * .1 earned lhat meat that turns colors is re.moved from the* 

counte r %r\d later ground, into- ground beef. < - .1 

♦ d. I earned that a new lighting system (pinkish lights) has beefi' 
olaced over *the , meat counte r to help prese'rve the coloring 
in meat. , ' ' ^ 

e. .Mr. Carter explained the -pricing ^ ^percentage of all m*eat .products 



turkeys- -a selling product at this time of the year 



f. Observed the 

(Thanksgivinfi) . Observed pricing of turkeyjs depending on grade. 
Cashic r 

(Observations | ^ ' ^ ^ ' * 

a. Ob'served casjuer ch^qking out a customer who had purchased an 
enormous aniLmt of n^eat, wKich totaled over $100. Consumqjr 
^stamps^^WOW ' i ' - ■ ' ^ 

b. Obslerved cashier checking out^ custome r s v/ho had purchased 
(hfflr^^nt arnoulnts of p roducts . \ ' \' 1 
Observed the process of checking customers out- -moving 

^ iterrU \closer to fmger-tip reach, use of cash register, return 

of chan\ge, ' giv:^Jhg the con sumer \stamps , and bagging the groceries. 

d. Observ^^d cashier v. ri ting down'i\tems that were on sale on a paper 
that via^ taped to the cash registers. ^ ' 1^ ' ^ 

e. Observed procedure of the receipt of a check from a custonier. 1 

Cirocerv - vi^iry Si sk 
Observations \ 



a, 
b. 



e 



Qbserved !^r. Sisk st raighteniag up a display that had fallen^ 1 
Observed while Mr/^oi'sk chec ked a box of che'cks\ made teb^phone 

calls and atjiswered the phone. . > ^ ' 1 

(. Mr. Sisk e:^i)1ained th e basis for pe r'centage "on n^icr ( han<h se . ■ I 

d. p:?^plained way to display Drochuts. ' ' 

Explained h<^w each aisle of, r^ie r chandis e is placed. . * ^ 

Fxplained hb^w sale items are placed. ' 1 

Observ(^d whrt-e A'^-salr sn^an >>()ld Mr. Si-sk C:hristma's items lo 

be resold m the store. ^ \ i 
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f. 

h. 



Ol) 
Ot; 
Ob 
Oi) 
Wl 

" Ol)S 

nwK'hine that ra 
5tic k to the clear 

Observed Mr, R\is s d^iTvp repa ring lettuc^to b e "^^^e l4a g e d , ^ 1 
f<(M!iov(>d lettuce frotn^aH^x in the refrigerator to^his work ^rea, 
Reuioved the leaves (de'aVOfTroni the lettuce and cut bad spots off. 
(^bsoTved Mt. Russell pa<^aging the heads of lettuce* ' 1 
Observed Mr. Ru§seH p/aclkaging some onions; removing the bad 
ones from the pac]<age, • - 1 

Observed \\v. Russejl weighing the onion sj. ^ 1 



C)bse rv ed M r 



Uusisoll wqigbrng bananas fot* a customer. 

i 



1 



C^b^erv at lon^ 



/ ) b t r V a t H ) n v«; 

\ ■ 



• !) 



f. 

h. 
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\ 

Outlinlle of Occupational Experience (Cont. ) ^ 
Depar^-\ent Classrooni Experiences 

Observations 



(IT - 3 



Evaluation 



a. 
b. 
c. 
fi, 
c. 

f. 

h. 



Observations 

a, 
b. 



c , 
e. 



■Rate observation 1 to 1 Excellent 5 Poor 
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looatt'd. < or.nt sail -Mie ordc rs for v ' ,u \ . \\ ln^ 1^ "< > < m)- . <m ^ !^ 

(^t all orders niado aiui t'he ernes t^hmm . , then h< c omw ^ f ur<i<M'^ 

for accMira- V, he 'leh\i'^'^ the nn^rchandise to ihv v{\)' vu^ in ^^huh 

It belongs. ( adnure Mr. Snnith because he takes rr.an\ a footstiM) in vwn 

fifteen shoj:*- minutes. 

In the n-en's depa rtn^.ent , I obser%'ed Mrs.^ Ba rton n-^ak mg sales to' 
her ■ \*stOT-: ers. With her assistance, I learned ho\^ to ^se the cash ^ • 
regis^^er and rang uo mos*t of the sales durmg. the period I %^as with her. 
She also showed n^e how to use the charge card n^achine. Ever^' tir^ 
a x^u^ton ^r < oires up to be checked out, the saleslady asks whether 
**he sale is cash or charge. I learned from Mrs. Barton that every item 
in the store has a number and that certain tags are saved and se^nt in to the 
.omoanv from ^he office Yor re-ordering merchandise. 1 observed 
^^r^ ^r.cArton taking an inventory of men's knit slacks that were to be^oh 
sale fc)llo\vmu week. . ^ ^ ^, 



\ ho\' s department is similar to the men's deoartnK^t. I 
'.observed Mrs. Hlunk making sales, checking out 'cu stem ers , arid 



^tO(kin^ a new order of boys' pants. Mrs. P,lunk told me that 

V- 

one lavs merchandise out on a table uith sizes le^ft to right and 
all tags shovild show so customers v^on't have any trouble finding ^ 
out about the information on the product. I also learned how to 
display prorhicts that wr^ild catch thf^ rye of the (Mistomer. 
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. nXAMPJ K CM'^ STTDKM S VAl I A TION 
SiA^VARY C^F ORSERVAriON KXf^KRIFNC KS J 

r.fivnt - i (^a me r 1 )ar ] cnc s s.o 1 1 ^iU)fati(>T^ \<). I 

Observ ation, -Station J. C. Penney's Dates Oct. 9 - !Vo\ . I'Of-^ 

Ij^ave learned n-uch while participating in the Internsfiip Traiavng 
^^rocran^. at }j C. Penney's. The catalog department was very interesting. 
!• ^'eals n\ostlv with orders; bredit, and I§.vaij^^y. I enjoyed observing^ 
^la*. order blanks are filled out f roTT^. te iephon e,ca 1 fs" and it was interesting 
to^listen to a teleohone order on an extension line wh'il^ observing N^rs. 
Potter filling out the order blank. I also ab^'served the t&lety pe ^rr'achine , 
^he credit machine, and the files of all oVde^s, and the^o.rder roorris filled . 
with all the packages. Although I am sure 'things get o^^tty hectic *at time§ 
and a lot of work is !nVolved, I belTeve I would enjoy working in such a 
nrpartnr^ent . ^ . ' . 

In the cash clepaVtmenU I observed , M r s. Stout counting out and 
nacka^mg all the money that was received the day^b'efore. I 
re^^]}7f that thi's department is very imporfant, because if someonr* 
didn'>, keep track of all the money received and the money j4oing 
OMl, then the business would be. in a bad financial status. 

The stockroom \s of great -inte r^st, but I don't' think a girl 
could handle*^]] those heavy loads. Mr. Smith carries aM the shipmcnls 
fron-' the upstairs rear door to the basement where the storkroon^ ih 
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I observed an inventory count of bov' socks that are going to bo 
(iuscoiitin\u*<i 

4 

\\\ Ihr fasluons HroartVi'Cnt, 1 (ibMr^rvcd the \\r\v oi i.iU .uvl 

winter clothing:. Mrs,* Young waited oh many custon^ers who 
v.ere lookmc for new winter coats--this cold weather is really coming 
to us -oo fas^' I also observed Mrs. Young working on inventory ^ 
sheets in the mam office, and I observed her checking all the 
cas^ registers in the store- for fii customer count. This is being done 
to see hovv much help will be needed and at what time of the day durinc; t 
• next two n^onths- -Christmas i^^ish.- Working in the fashions department 
would be interesting, I'think, because I "love ' clothes. 

Household items such as bedspreads, pillows, draperies, bath- 
room essentials, mfaterial, and sewing goods ma/ be purchased 
in th^ household department at J. C. Penney's. I obse rved Mr s. Evans 
hanging bedspVeatds on the racks. I learned that the purpose pf this 
IS to leC the customers-look at and test the texture of the product before 
thi^y buy. Plastic coverings are placed oyer the top of the bedspreads 
with information about the bedspreads $aped inside the p^lastic )n view 
' . of the customer. I observed Mrs.- Evans waiting <5n cu stornc r^^nd 

ringing up**sales. ^^^^^^-^ ^ 

I feel thsit observing the different departments at J. C. Ponnry's 
has-helped nu^ to appreciatrenhe work of each of the department workors 
I enjdved my three weeks there. ^ 
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EXAM PI K OF STL'DENTS EVAI TATION 
S-JMMARY OF OBSERVATION EXPERIENCE 

ident- 1 rarne r Darlene Rusm*^' Rotation \<>. Z 



Obscr'.ation Station Wvnciall's Date^ Xov,^^- Doc. 11, V^l'S 



V» nile stationed at Wyndall's I have observed four different 

dp:;artT" ents. The four departrrents include the meat department, 
^a^^hior, fzrocery, and orociuce. 

T^' :irs^ deoartTT.ent I v^as located in was the meat department, 
^^^or» ' f. Swerved ^he n^eat ccmter while Mr. Morris Carter, explained 
'\o\\ ^he r^^ea^ is arranged in the counter,' Strips of -ao" 1^0101*3^ g Fe e n e r \ 
1^ '-n bf^Uvoen the n^-eat and one of its^'.pu r poses is to "attract 

fne f»\f' ^^f the customen ^ 

\*r^ Carter explained the cuts of meat and I learned that the , 
departn^ent receives the whole side of a beef apd it is then cut 
down to four basic cuts--rib, loin, chuck, and round. I observed 
some of the meat being cut, and I observed liver being sliced and 



put in containers. K^r. Carter told me that meat is cut on a 
day-by-dav basis and this is done to insure freshne^. I observ(>d 
(hickens being packaged and weigh(Ml. I observed rneat being wc^ghrd 
and \<v rapped also. I learned that meal is v^eighed before it is v.'rai)f)rd 
in clear foil on sterofoam plates. 

Mr. CartcT ox'pTained the ba-^Jis of [)ri(ing n)eal and the ov(M'all 
\ '^'pr l r frii^r^a^ percentage of all meat productn. I l<?.ar-m'ed that 
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boneless meat is higher in price than meat that still contains the 
bone. Meat tha«t has expired its date in the counter or has changeci 
its color lb ref rijj[erat('d and later wrapped and weighed and sold to 
custonu^rs in larger amounts. \ observed some of this type of 
n eat'hemg ^A'rapped, weighed, and price recorded on an inven- 
tory basis. Some of the n^eat ihat turns color is removed from 
the counter and is ground into grounrl beef. A new lighting system 
(pinkish colored lights) has been placed Over the meat counter to 
help oreserve the coloring in meat, I learned that pre-paci^ed 
meat, such as Field's, the spoiled are held over and the company 
replaces the meat with fresh packages. 

Turkeys, the Thanksgiving feast meat, was an interesting iterT^^ 

\ 

of discussion. I observed the pricing of the turkeys according, to 
'Its'^z racl(* . I learned that Butterball turkeys are more expensive than 
r egu la til r k evs l)e cause they have been pre -basted, a shot of butter 
has been placed within the turkey. < 

The n^eat department also makes and packs some of the store's jollo, 
pimento cheese spread, bologna salad, and ham salad. I le^^ed that- 
the ham salad is made up of part ham and part bologna, because 
customers w'on't buy the ham salad rriade completely with ham. ^ 

The , second department I observed was the cashier. I observer] 
\\\v cashier checking out customers who had piirchaserl diff^^r^mt 
amounts of merchandise. I also observed the f)roress of (becking 
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the custon^ers out--n^oving tho ittMiis closer to fingcr-lip reach, ns<^ 
of cash register. proced\ir(^ if a cheeK \s received or if coiipouh 
^ are Msed l)v (ustOT^iers, return ol c han^(\ and fh(^ i)a^Kinu of th(^ 
: g roceries. • ^ 

The third department of location was the grocery department of 
th^^^stare. I observed while Mr. Gary Sisk checked a box of checks and made 
t(^lephonc calU. Tlhen Mr. Sisk explalfied^the basis for percentage on 
merchandise. Mearned that two high percentages items are usually 
nlaced on either side of a sale item so that a customer might buy a * 
high percentage iteim when th^ buy a sale item. Mr. Sisk also 
explained ways to display products and how the products are placed 
on the shelves m the aisles. I learned that cakes and frostings are 
placer! vertically so that when a customer buys a cake, the type of 
frosting It requires^^is located right above it at finger-tip reach. 
F^rands ar(^ often placed together, too. I learned that 'bread\s^ 
lorat(v1 at the front of the store in the first aisle, while milk is locate^! 
nearer fVie back of the store in a far aisle. The purpose of this is primarily 
because milk and bread are the two main items that customers usually 
buy. When the customer comes into the store, he will cover a large 
area of the store to get these two products and in the meantime may sec 
some otl^r iten^\he wants. I also learned that tHe candy supply is ^ 
large and iho sugar supply is small. This is basically because candy is 
of <i higher perc(*ntage of sale than sugar. 
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The fourth depaftn^ent I was h)catecl in v.as. Produce, Wi^yc I 
observed .Mr, Bruce Jlussell packaging pecans. - As the pecans were 
packaged, they were .Vv'cighed and then twisted and stapled at the 
open end. A price tag v^as placed on each packag<r and stacked m 
a grocery cart. Mr. Ilussell explained*how the oricmg is calculated 
bv pof\ndage. A heating device is used'to make th^ price talg sticky 
so It will stick to the plastic baggies, 

I have enioyed my internship at Wyndall's -5 and I know that it 
has been a good learning experience. 



Signed 
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DAVIESS COI N rV STATE VOCATIONAl ' TF-CHI^tlAl SOIOOl 
INTERNSHIP DAIl Y\STL' DENT .PROGRESS REPORT- ^• 



Ob.sorvation Siahon_ 
\St\Kiont 



"Date 



Coordinator 



Plpas^* ^ir^ lo tl^e nun^iber indicating your evaluation- 
\ e\: 1 F^oor 2 Fair 3 Good 4 Excellent 



Dependabil ity • 

Coc>?*«^ration' 

Appearance* 

ResponsibiIit\ 

Interest- 

Application- 



Attended observation station on time 
Cooperative and gets along with others 
Cleanliness and wears suitable work clothing 
Foll6ws directions of suf)'er/isor 
Shows attention to work at hand 
Filled out observations on Training Plan 



12 3 4 

1 2 3 4^ 

12 3 4 

12 3 4 

12 3 4' 

12 3 4 



\Vhat ^rade do^.you think this student, de serves, for his involvement in this 
ObseTrva'tion Station^ ' j ^ 

a' F,K(,cllanl, B 'Good, . C Fair, D Poor, F Failure Grade 



Supervisor's Comments: 



^^epdrt filled out by 
Position 
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Please staple report and return by student, 
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